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Introduction 

Computers have become an integraL part of our evergdag Lives. We use computers 
evergwhere. Hence, a cLear understanding of basic computer concepts and oppLicotions 
is vitaL. 

The Computer Whiz (Third Edition) series provides students with detoiLed basic 
knowLedge of computers at the primorg LeveL. The computer is presented to chiLdren 
through Whiz, the moscot, to create interest and visuaL appeaL. Varied activities 
reinforce their understanding of the different concepts. The new features, fresh Layout, 
and stimuLating exercises added to this edition wiLL heLp deveLop computer skiLLs and 
enhance student Learning. 

Whiz's Files is o List of chapters in the book with teaching objectives and Learning 
outcomes. 

Word Whiz consists of activities invoLving the use of new words introduced in each 
chopter. 

Whiz's Commands includes tips on conduct, etiquette, and safety whiLe using the 
computer and the Internet. 

Whiz Bytes provides interesting focts about computers to students. 

Explore with Whiz consists of interesting and chaLLenging exercises/activities that review 
the concepts that have been Learnt in the chapter. 

Whiz's Tasks comprise of worksheets provided in the Teaching Guides for cLassroom 
practice. 

Whiz through Lab encouroges the chiLdren to do procticaL work and helps deveLop their 
skiLLs on the computer. 

Whiz through Projects promotes intelLectuaL and sociaL skiLLs and encourages teamwork. 

Whiz's Notes at the end of each chapter offers a summary of the important points. 

Whiz's Word File at the end of each book is a gLossary. It is a List of computer terms with 
cLear definitions. 

Introduction to the Teaching Guides 

The Teaching Guides provide heLpfuL tips, Lesson pLans, and worksheets with engaging 
activities that support Learning. They act as a framework to heLp you deveLop your own 
Lesson pLans and teaching strategies. 

Each chapter has a List of objectives and Learning outcomes. You must try to reaLize 
these objectives at the end of each Lesson. SampLe Lesson pLans have been provided on 
the basis of which you can deveLop your own pLans. 

A good Lesson pLan consists of a starter activity for 3-5 minutes which introduces the 
concepts being taught foLLowed by a 20-minute activity that encourages students 
to internet with each other. PLease engage the quieter chiLdren too. This may be 


foLLowed by feedback of the discussion in Larger groups on which you can spend about 
10 minutes. Reinforcement of the entire Lesson, summarizing, and time for assigning 
homework shouLd be at the end of each period for about 2-3 minutes. Students shouLd 
be taken to the computer Lab as required. The more practicaL experience on the 
computer, the more proficient the students become at using computers. 

Guidelines 

WhiLe students are working at the computer, discuss the importance of maintaining 
good posture. Students wiLL probabLy spend a Lot of time at the PC, bareLy moving, 
and with their eyes fixed on the screen. Extended use of the computer can have serious 
consequences on a chiLd's heaLth; a chiLd can deveLop weak eyesight and severe back 
probLems. It is very important to make students aware that they shouLd not use 
computers for hours on end. It is important for you as weLL as your students to be aware 
of what they shouLd do and things they shouLd avoid doing whiLe using the computer. 

Dos and Don'ts 
Do... 

• have your chair at the right height so that your eyes are LeveL with the computer 
screen 

• have your computer screen directLy in front of you 

• make sure your chair has a good backrest 

• keep your shouLders and back reLaxed 

• make sure that your wrists rest on the desk 

• Let your feet be flat on the floor 

• take reguLar breaks 

• adjust the position of the computer so that there is no gLare on the screen 

• make sure you have a protection screen on top of the monitor screen. 

Don't... 

• fix your eyes on the screen continuousLy 

• Lift your shouLders whiLe you type or move the mouse 

• twist your body to reach out for computer hardware 

• use your PC in poor Lighting. 





Whiz and Computers 


Teaching objectives 

The objectives of this chapter are to: 

• introduce the term 'personoL computer' 

• highLight the uses and importonce of computers 

• expLoin computer doto and memorg 

• moke students owore of where doto is soved. 

Learning outcomes 

Bg the end of this chapter, the students shouLd be obLe to: 

• identify o personoL computer 

• expLoin the meoning of the word 'doto' 

• summorize the importonce of memory. 

Suggested number of periods: 2 
Period I 

Sample lesson plan for a 40-minute period 

Starter activity (4 minutes) 

Write the word COMPUTER on the boord. 

Ask students to coLL out words thot come to their mind when they think of o 
COMPUTER. 

Write these on the boord next to the word COMPUTER. If you use o chort, it con oLso 
be mounted onto o soft boord in cLoss for future reference. 

Pick out the words personoL, doto, and memory and write these on the boord oround 
the word COMPUTER. If these words hove not been coLLed out by ony of the 
students, Leod them with cLues/prompts to these words. 

ExpLoin thot these ore the words they wiLL be concentroting on in this cLoss. 

Group Work (20 minutes) 

Divide the cLoss into groups of 3-4. Give eoch group on A4-size sheet with the 
foLLowing boLd/underLined heodings on it: PersonoL Computer, Uses of Computers, 
Doto, Memory. ExpLoin to the students thot they hove to work in groups and, within 
15 minutes, fiLL in the boxes on the given poper. ExpLoin the heoding on eoch box 
and give exompLes. Two students shouLd do the writing whiLe oLL students shouLd 
contribute to the onswers thot ore written down. Answers con be written down in o 
List or in compLete sentences, os the group deems oppropriote. 

After every 5 minutes, teLL the students the time thot remoins to compLete the work. 

Personui Computer 

• o computer thot is used at horne and in some offices 

• is used by onLy one person at o time 



• may not be very big 

• is not meant to handLe Large amounts of data 

Uses of Computers 

• to find informotion promptLy 

• to communicate with fomiLy and friends thot Live in other cities/countries 

• moke work eosier and quicker 

• to heLp humon beings work foster 

Data 

• oLL the informotion contoined in o computer 

• oLso incLudes informotion thot o user types/feeds into the computer 

• may be numbers, pictures, words, drowings/sketches, etc. 

Memory 

• the copobiLity of o computer to remember the informotion fed into it 

• port of o computer thot Stores doto, e.g. CPU (centroL processing unit) 

• CDs, DVDs, USB drives, etc. 

Feedback/discussion (10-15 minutes) 

Once compLete, seLect one student from the first group to reod out whot his/her 
group hos written in the first box. The second group's speoker shouLd onLy odd 
something thot the first group hos not incLuded but they hove. 

A simiLor grid shouLd be drown on the boord which the teocher wiLL fiLL in with 
onswers thot the students coLL out. 

HoLd o discussion if ony contributions ore missing or students ore uncertoin obout 
something. 

Assigning homework (2 minutes) 

Exercises on pages 2 and 3 of the textbook con be ossigned for homework. 

Period 2 

Sample lesson plan for a 40-minute period 
Starter activity (5 minutes) 

The activity from the previous period wiLL Leod to the next Lesson. Recop the meoning 
of doto. Ask students to find pictures of computers being used in different 
environments and poste them in the bLonk areo on page 4. 

Explanation (15 minutes) 

Emphosize the necessity of using o computer in o weLL-Lit areo. Dorkness stroins your 
eyes. Marsh fLuorescent Lighting con Leod to o Lot of overheod gLore and horsh 
shodows. Ensure thot mognets ore kept owoy from the computer os they ore LikeLy 
to offect your computer's permanent memory, moking your computer nonfunctionoL. 

Exercise (20 minutes) 

ALLow students to compLete the exercises on pages 6 to 8 in the cLossroom. 




For the Word Whiz octivity, expLoin thot remembronce is the process of remembering 
something. If you remember something, it is in your memory. Just Like o computer 
thot remembers things and hos o memory. 

When we soy thot o computer con store doto permonentLy, it means thot it con 
remember the doto forever. Permanent impLies something thot Losts or continues for 
o very Long time. 

Answers 

Exercise (page 2) 

Words thot con be mode from the Letters in the word COMPUTER ore: compute, 
recoup, comet, court, route, metro, core, poem, mute, cute, core, up, or, pet, toe, top, 
our, out. 

Exercise (page 3) 
seorch for informotion 
do homework 
perform coLcuLotions 
check speLLing and grommor 
drow imoges 

Exercise (page 6) 

three, three, yes, no, no 

Explore with Whiz (pages 7-8) 

Where are computers being used in these pictures? What are they being used for? 

Top-Left: 

at horne, to pLoy gomes 
Top-right: 

at o bonk, to withdrow money from o ATM 
Bottom: 

at an oirport, to screen Luggoge 

Answer the following questions. 

1. personoL 

2. doto 

3. doto 

4. o personoL computer 

5. in its memory 

Whiz through Lab (page 8) 

For the teocher: Encouroge students to type os much os possibLe to become 
comfortobLe with their fingers on the keyboord. DeveLoping fLuency at this stoge is 
important before typing techniques con be tought in subsequent chopters. 

Answers to Additional Activity: IC, 2C, 3C 


LA 


Whiz's Tasks 


Look at the pictures of the parts of the computer below. 
One of the pictures does not belong in the group. Can you 
spot it? Circle the picture. 
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Additional Activity 

Tick (✓) the correct statement. 

(1) (a) The computer remembers everything. 

(b) The computer does not remember onything. 

(c) The computer remembers everything 
entered into it. 

(2) (a) We connot store doto on the computer. 

(b) We con store doto permonentLy. 

(c) We con store doto in the computer's memory. 

(3) (a) The keys on a keyboord ore doto. 

(b) The story we write on the computer is not 
doto. 

(c) Words, numbers, and pictures we feed into the 
computer are caUed data. 
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Computer Hardware 





Teaching objectives 

The objectives of this chapter are to: 

• introduce hardware and the different parts of the computer 

• discuss the functions of the different keys on the keyboord 

• briefly describe the functions of the mouse and the scanner 

• heLp the student distinguish between o pointer and a cursor 

• expLain the uses of the monitor, the printer, and the CPU. 

Learning outcomes 

By the end of this chapter, the students shouLd be abLe to: 

• expLain the terms 'hardware' and 'processing' 

• describe the functions of a keyboord, mouse, scanner, monitor, printer, and CPU 

• differentiate between the functions of some keys. 

Suggested number of periods: 3 
Period I 

Sample lesson plan for a 40-minute period 
Starter activity (10 minutes) 

Take students to a computer Lab and ask them to write down aLL the parts of a 
computer they can see or identify. CoLLect their responses and jot them down on the 
board. 

Expected responses: monitor/screen, keyboord, mouse, System unit, microphone, 
scanner, webcam, printer, speakers, headsets, etc. 

If a computer Lab is not avaiLabLe, an enLarged picture of the computer and its 
peripheraLs can be used in the cLossroom. Inquire if onyone knows the coLLective 
name for aLL the identified parts. CircLe aLL the jotted down names and write 
'Computer Hardware' above. 

Colouring activity (10 minutes) 

Students may be asked to do the activity on page I I. 

Remind them that they must not touch any exposed wires or sockets as there is fear 
that they might get eLectric shocks. 

The monitor (10 minutes) 

Students shouLd be famiLiar with what a monitor is and its function. Ask them 
questions Leading to what a monitor is and what it does. ExpLain that the monitor is 
a visuaL dispLay unit used to project information for the user to see and work on. 
Whatever appears on the monitor screen is caLLed soft copy—an unprinted digitaL 
document fiLe that may be viewed on the monitor screen (but cannot be heLd in the 
hand). It can be transported from one computer to another through emaiL or 




through USB drives and other disk drives. As a recaLL exercise, have them do the 
exercise on page 12. 

Remind students to give their eges a break. It is important to Look awag from the 
screen at reguLar intervoLs and focus on a distant object. Students shouLd do so everg 
20 or 30 minutes for at Least 20 seconds. This alLows the ege muscLes to reLax. Remind 
students to bLink consciousLg and reguLarLg. This aLLows eges to be Lubricoted. 

Foreign porticLes ore removed which soothes the eges. In foct, in some orgonizotions, 
on oLarm goes off everg haLf an hour when the empLogee is to stand up and waLk 
oround, giving both the bodg and eges a break. 

The CPU (10 minutes) 

Point to the sgstem unit and ask the students which important part of o computer is 
contained in it. Theg shouLd state the CPU. Ask them what CPU stands for: centraL 
Processing unit. 

In pairs, students shouLd broinstorm the functions performed bg o CPU. If theg do 
not oLreodg know, teoch them to broinstorm in the monner shown beLow. Record 
students' responses on the board. Activities on page 13 of the textbook can then be 
ossigned to be done individuoLLg. 

Functions of a CPU: 

• to perform caLcuLations 

• to process informotion 

• to store doto 

• to prepore doto 

• to carrg out instructions 

• to run progroms 

• to transmit data from one computer to onother 

Period 2 

Sample lesson plan for a 40-minute period 
The keyboard (pages 14-15) (15 minutes) 

Students shouLd be permitted to sit ot computers in the Lob thot hove o bLonk Word 
document open. ALternativeLg, if gou are in the cLassroom, an enLarged picture of o 
kegboard on which the foLLowing kegs (Enter, Backspace, Shift, Caps Lock, and Esc) 
have been highLighted in different coLours mag be put up on the soft board. Students 
shouLd recaLL the functions of some of these kegs from what theg have Learnt in the 
previous gear. Discuss these functions before gou proceed. 

The Enter keg is the kegboard's main communicator with the computer. It teLLs the 
computer to execute a command, start a program, and move to a new Line in a 
document 

The Backspace keg moves the cursor backwards and erases data from the page one 
Letter or number at a time. 

When used with other kegs, the Shift keg heLps to tgpe capitaL Letters or sgmboLs. 



When the Caps Lock key is switched on, we can type capital Letters. 

The Esc key is used to stop or canceL what the computer is doing. 

Discuss the space bar too at this point. 

Practical work (20 minutes) 

In the computer Lab, ask students to type the foLLowing sentence making use of onLy 
the relevant alphabet keys and the space bar. 

My name is_I am 7 years old. 

'M' and 'I' will be capitalized as they are the first alphabets of the words beginning 
each sentence. The computer's memory telis it to capitalize the first alphabets of the 
words beginning each sentence as this instruction has already been fed into and 
saved in the computer. 

Next, instruet the students to bring the cursor before 'I' and click the left button on 
the mouse. When the 'I' shaped cursor is clicked, it turns into a blinking line. 

Students should notice what happens and write it down in their notebooks. 

While typing their names, some may not have written their names (like all proper 
nouns) with a capital letter. Since this mistake has to be corrected, ask the students 
to click the cursor so that it appears after the letter that has to be capitalized. Now 
they should use the Backspace key to erase the letter, and then press the Shift key 
along with the alphabet they want to capitalize. 

They should observe what happens and write it down in their notebooks, e.g. when 
the Backspace key is pressed, one letter at a time is removed; pressing an alphabet 
key along with the Shift key capitalizes the letter. 

Students should then be asked to lock the Caps Lock key. Bring their attention to the 
light that lights up above the number pad when the Caps Lock key is pressed to 
indicate it is locked. Ask the students to write down the initials of their full names 
(the first alphabet of their first name followed by the first alphabet of their father's 
name and finally the first alphabet of their surname. They should observe all that 
happens and write it down in their notebooks). 

Exercise (page 16) (5 minutes) 

The students should then work on the activity on page 16 of the textbook. 

Period 3 

Sample lesson plan for a 40-minute period 
The mouse (pages 17-18) (15 minutes) 

Ask the students to work on the following task in groups of 4. 

In five minutes, list as many functions of the mouse as you can think of on a sheet of 
paper. After you have done the above task, open to page 17 of the textbook and do 
the join the dots activity. Be prepared to explain which button performs which of the 
functions you have listed. 




Expected responses: moves pointer to the desired pLoce/fiLe/foLder/button/icon user 
wonts to occess; on o cLick or doubLe-cLick, opens the desired fiLe/foLder/progrom; on 
o document, the cLicking of o mouse enobLes the user to stort writing/editing/moving 
oround; the scroLL wheeL on the mouse oLLows greoter flexibiLitg in moneuvering up/ 
down o page. 

Once students hove compLeted both tosks, coLLect feedbock and write down the 
responses on the boord for oLL to copg or odd to the List theg hove oLready prepored. 

Activities on pages 18 and 19 moy be ossigned os homework. 

Remind students to oLwoys use o mouse on o mouse pod. It gives you o fLot, smooth 
surfoce to work on. A mouse pod provides o consistent, eosy-to-reod surfoce for the 
imoge sensor of opticoL mouse devices. Some mouse pods come with o convenient 
cushion for the wrist, promoting better hond position and giving it o pLoce to rest. 
With oLL the hours we spend in front of our screens, this couLd, at the very Leost, heLp 
in preventing fotigue. It protects your desk os the hord pLostic con scrotch or dent o 
wood surfoce very eosiLy. 

Scanner and printer (page 20) (15 minutes) 

If you hove o scanner, ask the students to give you a poper with work they wont to 
sove on the computer. PLoce it in the scanner, and scan it to get its image on the 
monitor. Let the students write down what they think a scanner can be used for. 
ExpLain that a scanner is used to get hard copy of text or images onto the monitor 
and uLtimateLy into the memory of the computer for further use. 

Students shouLd be abLe to comfortabLy guess from its name what a printer is used 
for. Permit them to caLL out answers and write them down on the board. Then show 
the students two printed pages (one in bLack-and-white; the other in coLour) and 
expLain that aLL printers can print both types—what it depends on is the ink cartridge 
that is instoLLed in the printer. If a bLack-and-white cartridge, which is Less expensive 
than a coLoured one, is instoLLed in the printer, the printed page (hard copy) wiLL be 
bLack-and-white or in shades of grey. A coLour printout (hard copy) wiLL require a 
coLoured cartridge. 

Use the term hard copy when referring to the printed pages. Ask the students to teLL 
you what hard copy is. You may hint that it shares some characteristics with the 
hardware of a computer—it can be touched and heLd in the hand. 

Assign the coLouring activity and Word Whiz to be performed in cLoss. 

Explore with Whiz (pages 21 and 22) (10 minutes) 

Assign the ExpLore with Whiz exercises to be compLeted in the cLassroom. 

Answers 

CoLouring activity (page 11) 

Computer hardware: System unit, monitor, printer, scanner, keyboard, mouse 


Unscramble the letters and write the name of the computer Hardware, (page 12) 

monitor 
System unit 
mouse 
keyboard 

Label the CPU, CD-ROM drive, and USB drive on the system unit, (page 13) 



Word Whiz (page 13) 

prepare, process 

Draw an arrow to show what functions these keys perform. (page 16) 

The Shift key oLong with the %5 key together is used to type a symboL. 
The Esc key heLps to canceL an action. 

The Caps Lock key is used to type a capital Letter. 

The Backspace key acts Like an eraser. 

Word Whiz (page 18) 

point: direct 
seLect: choose 
place: put 

Fili in the blanks with the correct verb. (page IR) 

1. move 

2. moves 

3. enter 

4. place, click 

5. point, select 
























Word Whiz (page 21) 

Hard copy: printed document or data; printed version of a soft copy; can be heLd or 
touched; cannot be edited (correction fluid might be used to edit mistakes); requires 
some time to be maiLed to a recipient; requires paper, ink, and printer to be 
produced 

Soft copy: unprinted document or data; cannot be heLd in the hand; can be edited 
easiLy on the computer; can be sent from one computer to another in no time; does 
not require paper, ink, or printer 

Explore with Whiz (pages 21 and 22) 

Whkh keys do the following? 

1. Enter key 

2. Caps Lock key 

3. Shift key + Number key 

4. Backspace key 

Underline the correct answers. 

1. mouse 

2. pointer 

3. scanner 

4. soft copy 

5. Processing 

Answers to Additional Activity 

(I) Identify and underline the mistakes in the following sentences. Explain what 
has gone wrong in typing them. 

(a) GOING TO SCHOOL shouLd be underlined. The Caps Lock key has been 
pressed occidentoLLy while typing. 

(b) The word 'country' shouLd be underlined. The Enter key has been pressed by 
mistoke while typing the word 'country'. 

(c) The / (sLash) shouLd be underlined. The Shift key has not been pressed to 
type the question mork. 

(II) Identify and write 'hard copy' or 'soft copy', as appropriate, alongside each of 
the following. 

(a) soft copy 

(b) hard copy 

(c) hard copy 

(d) soft copy 

(e) hard copy 

(III) Circle the correct answer. 

(a) (iii) 

(b) (iii) 

(c) (iii) 

(d) (ii) 

(e) (ii) 

(f) (iii) 



Whiz's Tasks 


(A) Match the parts of the computer to their correct 
functions. 



feeds data into the computer 


J 1 U 1 11 1 Ii,. 








LiiJiJ- 





shows us what we are doing 
on the computer 



Lets us copy images and text 
from books 



points at icons on the screen 


(B) Look at the keys below. Which key is not found on the 
keyboard? CoLour it blue. 


□ 




|go^ 
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(I) Identify and underline the mistakes in the foLLowing 
sentences. ExpLain what has gone wrong in typing 
them. 

(a) I enjoy GOING TO SCHOOL but I disLike doing 
homework. 

(b) I Love my co untry and I wiU serve it weU. 

(c) WiU you come to my birthday party/ 


(II) Identify and write 'hard copy' or 'soft copy', as 
appropriate, alongside each of the foLLowing. 

(a) text that you read on the monitor screen_ 

(b) a copy on paper of the story you have typed 


(c) a printed copy of the biLL of items you have 
purchased at a supermarket 


(d) a List of items you have purchased at a 

departmentaL store that appears on the screen of 
the cashier's computer_ 

(e) a Letter you have received by post_ 

(III) CircLe the correct answer. 

(a) Any part of the computer that you can touch is 


(i) hardware 

(ii) Software 

(iii) computer hardware 
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(b) To enter data into the computer, we need the 

use of a_ 

(i) printer 

(ii) scanner 

(iii) keyboard 

(c) This key acts Like an eraser. 

(i) Shift key 

(ii) Enter key 

(iii) Backspace key 

(d) The arrow that we see on the monitor is caLLed a 


(i) cursor 

(ii) pointer 

(iii) floshing Line 

(e) The scanner_ 

(i) shows us whot we ore doing on the 
computer 

(ii) copies o picture from o book and transfers it 
to the computer 

(iii) copies text 

(f) CPU stonds for_ 

(i) Central programming unit 

(ii) computer processing unit 

(iii) Central processing unit 
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Let's Program the Computer 


Teaching objectives 

The objectives of this chapter are to: 

• introduce the terms 'program' and 'Software' 

• make students aware of basic operating systems 

• introduce Windows. 

Learning outcomes 

By the end of this chapter, the students shouLd be obLe to: 

• expLoin the meoning of Software and program 

• List the functions of an operating system 

• perform basic operotions on Windows. 

Suggested number of periods: I 
Period I 

Sample lesson plan for a 40-minute period 
Starter activity (5 minutes) 

Ask students whot might hoppen if they ore simpLy given the ingredients for o recipe. 
WiLL they be obLe to make o coke if they know just whot to put in it? 

After students hove responded, ask them whot eLse is needed to make o coke? 

Write the word INSTRUCTIONS on the boord once the students hove given their 
responses. Ask students to coLL out words/phroses thot come to mind when they reod 
the word 'INSTRUCTIONS'. Write down the responses oround the word on the boord. 
Expected responses: steps/directions/commonds teLLing them whot to do. 

Now ask students why instructions ore needed. Expected responses: to do things in on 
orderLy/orgonized woy; so thot not mony mistokes ore mode and the resuLt is whot is 
desired; so thot there is uniformity, etc. ExpLoin thot in order to ovoid confusion and 
mistokes, o computer too needs o set of instructions to perform operotions correctLy. 

Explanation (4 minutes) 

Hove o student voLunteer reod out page 24 of the textbook. Loy emphasis on the 
word Software. HeLp students recoLL whot they hove Leornt previousLy obout 
hordwo re. 

Pair Work (6 minutes) 

In poirs, students con then ottempt the activity on page 25 foLLowed by o quick 
feedbock. PLeose note thot onswers ore bound to vory in on activity Like this. 

SompLe recipe for jam sondwich 

1. Cut out the crusts from the breod. 

2. Butter the breod sLices evenLy. 

3. Spreod jam on the buttered sLices. 



4. Put the sLices together. 

5. Cut into two triangLes and serve. 

Whole class activity (13 minutes) 

Instruet students to read pages 26-27 of the textbook and to be prepared to answer 
questions. Write the foLLowing words on the board and ask students to write down a 
sentence or two about each according to what they have understood. 

operating system 

booting 

Windows 

Once done, ask students for their responses and jot those down oround the respective 
words. CLarify and elaborate where needed. With the help of the students, drow a 
sampLe Start menu on the board. Ask them to create their own menus in their 
textbooks (os homework if cLassroom time is Limited). 

Practical demonstration (10 minutes) 

If o computer is ovoiLobLe, switch it on and show students whot booting is. Show the 
Start menu and the different progroms Listed on it. Briefly describe the progroms thot 
enoble the moking of cords (Microsoft PubLisher), the creotion of o typed document 
(Microsoft Word), the use of the dictionary, the storage of oddresses (Address Book), 
and the expLoring of the World Wide Web (Internet Explorer). Point to some of the 
wideLy used and popular icons on the desktop and osk students to identify them and 
state their functions. 

FoLLowing this, osk them to do the exercise on page 27. 

Assigning homework (2 minutes) 

Exercises on pages 28 and 29 of the textbook may be ossigned os homework. 

Whiz through Lab (page 29) 

For the teocher: Students moy create their own set of instructions. A somple is 
provided beLow for guidance. 

How to make a greeting cord 

1. Divide on A4 page into holf. 

2. Draw a picture on the card. 

3. CoLour the picture. 

4. Write o messoge inside the card. 

Answers 

Exercise (page 27) 

Microsoft Paint 
Microsoft Word 
Microsoft Excel 
Microsoft PowerPoint 
Internet Explorer 
Co LcuLotor 



Explore with Whiz (pages 28 and 29) 

Tick (✓) the correct statement. 

1. The instruction that a computer receives is caLLed a command. 

2. A program is a set of instructions that teLLs the computer how to perform o tosk. 

3. When we switch on the computer, the operoting system Loods first. 

Write a set of instructions which will teach children how to start and shut down the 
computer. 

1. To start the computer, first switch on the power suppLy. 

2. Press the POWER button on the system unit. 

3. Woit for the computer to boot up and dispLoy the desktop. 

4. CLick on the Start button to open o List of progroms. 

5. SeLect the program you wont to open by cLicking on its icon in the menu. 

6. To switch off the computer, move the pointer to the Start button on the toskbor 
and cLick on it. 

7. A menu with the Shut Down button in the bottom-right oppeors. 

8. CLick on it to shut down the computer. 

9. Switch off the power suppLy. 

Answer to Whiz's Tasks: C, D, B, A 
Answers to Additional Activity 
I. Which of these statements are false? 

(o) Computer progroms ore coLLed Software. Computer hordwore incLudes ports of 
the computer that we con touch. 

(b) A set of instructions that teLLs you how to do something on the computer is 
coLLed o program. Any set of instructions is not necessoriLy o program. 

(d) Windows is on operoting system. 


Whiz's Tasks 


Amir wrote down the steps required to shut down the 
computer. But they are in the wrong order. Help him put 
them in the correct order. 

(A) The computer shuts down. 

(B) CLick on Shut down. 

(C) CLick the Stort button on the toskbor. 

(D) The Stort menu with the Shut Down commond in the 
bottom-right oppeors. 
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Additional Activity 

Which of these statements are false? 

(a) Computer programs are caLLed hardware. 

(b) A set of instructioris to teli you how to make a cup of 
tea is caLLed a program. 

(c) The operating system is the most important Software 
for the computer. 

(d) Windows is not an operating system. 

(e) A menu aLLows us to choose what we want to do on 
the computer. 


PhotocopiabLe materiaL © Oxford University Press 2015 


Whiz Loves Word Processing 





Teaching objectives 

The objectives of this chapter are to 

• introduce the word processing program to students 

• teoch editing. 

Learning outcomes 

Bg the end of this chapter, the students shouLd be obLe to: 

• define the terms 'text', 'document', and 'font' 

• edit text using word processing tooLs. 

Suggested number of periods: 2 
Period I 

Sample lesson plan for a 40-minute period 
Lab session (35 minutes) 

This Lesson shouLd be heLd in the computer Lab. 

Ask ony student to voLunteer reoding out page 31. ExpLoin the meoning of word 
Processing corefuLLy. You moy expLoin thot when words ore written in o document, 
they need to be soved for future use. The document needs to be corrected if mistokes 
hove been mode. It moy hove to be odopted for the occosion or context, and so on. 
ExpLoin thot performing these functions is coLLed 'word processing' and the word 
Processing program enobLes us to perform these functions on the computer. 

Point out the Quick Access TooLbor and the Ribbon on the Word window and expLoin 
their functions os described on page 32 of the textbook. Demonstrate how to open 
Microsoft Word by foLLowing the steps given on page 33. You con hove one of the 
students reod it during the demonstrotion. 

Write some text on the document and coLL out oLoud whot you ore doing. For 
exompLe, you couLd soy, 'I om now typing o note to my chiLdren instructing them to 
heot food for Lunch os I wiLL be horne Lote,' os you type the foLLowing note: 

Deor Sono and Shoon, 

Since I hove o meeting to ottend ofter schooL, I wiLL not be horne before 4 o'cLock. 
You wiLL hove to heot your Lunch thot I hove put in the refrigerator. Be corefuL when 
operoting the microwove and remember to put the dirty dishes in the sink ofter you 
hove finished eoting. I wiLL see you at 4 o'cLock. 

Lots of Love, 

Mummy 

If you moke ony mistokes whiLe typing the note—deliberate or otherwise—get the 
students to identify the mistokes and then guide them through the process of 
correcting those. Students shouLd be cLeor obout the difference between the 



Backspace key and the DeLete key. If the computer is shut down without soving the 
note, the note wiLL be deLeted outomoticoLLy. So in order to use, print, or send the 
note, it must be saved. Demonstrate the steps for soving the document and cLosing it 
by foLLowing the steps given on pages 35 and 36 of the textbook. 

Assigning homework (5 minutes) 

Assign exercises on pages 32, 33, and 34 as homework. 

Period 2 

Sample lesson plan for a 40-minute period 
Lab session (35 minutes) 

Type the word 'font' on the computer screen and osk students to expLoin whot it 
means. Type out their responses on the computer. ExpLoin what font means and the 
different ways of formotting text by reoding out from page 37 of the textbook. Once 
the meoning is cLeor, demonstrate the use of the BoLd, ItaLics, and UnderLine feotures 
in the Font group on the Ribbon. 

ExpLoin how font size con be voried and show some of the different font styLes, e.g. 
Times New Romon, Comic Sons MS, etc. ExpLoin to the students that some font types 
such os Comic Sons MS cannot be used in formoL correspondence. Students con be 
ossigned the corresponding short exercises on pages 37 and 38. FinoLLy, expLoin the 
use of the Backspace and DeLete keys with reference to editing o document. 

Assigning homework (5 minutes) 

Assign the exercises on pages 39 and 40 of the textbook os homework. Instruet 
students to moke the poster on coLoured A4-size poper. Those who hove the faciLity 
moy make the poster on their computers too and bring o printout to the cLassroom. 
Others con moke hondmode posters. 

Answers 

State whether these statements are true or false, (page 32) 

1. FaLse. 

2. FaLse. 

3. True. 

4. True. 

5. True. 

Word Whiz (page 33) 

commonds, tosks 

Exercise (page 37) 
computer 

Words in itoLies: printer, hard, copy 

Nouns to be underLined: Letters, word, processor, documents, fonts, document 


In the lines below, which key will you use to correct mistakes? (page 39 ) 

umlse: Backspace 

screlven: Delete 

youslr: Backspace 

compinuter: Delete 

Explore with Whiz (pages 40) 

Answer the following questions. 

1 (a) To save a document: 

i. CLick on the File tab. 

ii. A menu opens. 

iii. CLick on Sove or Sove As. 

iv. Type the name for the document. 

V. CLick Sove. 

(b) To open Microsoft Word: 

i. CLick on the Stort button. 

ii. Go to ALL Programs. 

iii. CLick on Microsoft Office. 

iv. CLick on Microsoft Word 2010. 

2 (a) eroses text one step backwords 
(b) eroses text one step oheod 

3 (a) The Ribbon contoins commonds used to perform tosks in the word processing 

progrom. 

(b) The Quick Access TooLbor contoins some of the most commonLy used 
commonds. 


Answers to Additional Activity 


(I) 

(a) 

ito Lies 


(b) 

boLd 


(0 

itoLies and underLine 


(d) 

boLd and underLine 

(II) 

(a) 

DeLete key or Backspace key 


(b) 

Backspace key 


(c) 

DeLete key 


(d) 

Backspace key 

(III) 

(a) 

ii 


(b) 

i 


(0 

iii 


(d) 

iii 


(e) 

ii 






Whiz's Tasks 


Correct the spelUng mistakes. 

I Love oLL animaUs a Lot but my favourite is the Siberian 
tigrer. It is 3.7 meters Long and weighs upto 360 
kiLograms. It is thet worLd's Largest catt. It Lives in Siberia. 
Its diet consists mainLy of wiLd boor aend red deer. It also 
feasts on different kineds of deer and catches smoLL 
animoLs such ast hares, rabbits and fish. It is anm 
endangered animal. 
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Additional Activity 

(I) Identify if the font(s) of the foLLowing phrases are in 
boLd, italics, or underlined. 

(a) a bouquet of flowers _ 

(b) a bed of roses _ 

(c) a schooL of fish _ 

(d) a herd of elephants _ 

(II) Assume that you are typing a document on the 
computer and notice the foLLowing errors. Which key 
wouLd you use to correct these mistakes? 

(a) shinining_ 

(b) commiing_ 

(c) compiuuter_ 

(d) Libraraiy_ 

(III) CircLe the correct answer. 

(a) The poem I write on a computer is coLLed 

0 _ 

(i) Software 

(ii) document 

(iii) Word processor 

(b) A program is oLso caLLed_ 

(i) Software 

(ii) document 

(iii) menu 
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(c) The words that we enter into the computer are 

caLLed_ 

(i) numbers 

(ii) Letters 
(i i i) text 

(d) A set of characters dispLayed in a speciaL size or 

shape is caUed_ 

(i) Letters 

(ii) text 

(iii) font 

(e) Correcting mistakes is caLLed_ 

(i) erasing 

(ii) editing 

(iii) deLeting 
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Whiz Learns to Type 





Teaching objectives 

The objectives of this chapter are to: 

• introduce students to the correct woy of using o QWERTY keyboord 

• heLp students to use the Letter keys quickLy and eosiLy 

• teoch students to type with speed and precision through proctice. 

Learning outcomes 

By the end of the Lesson, the students shouLd be obLe to: 

• remember the pLocement of the Letter keys on o QWERTY keyboord, 

• oppLy typing techniques to type quickLy and occuroteLy. 

Suggested number of periods: I (a second period may be allocated for proctice) 
Period I 

Somple lesson plon for o 40-minute period 
Lab session (30 minutes) 

Toke students to the computer Lab. Remind them thot they may not bring ony food 
or drink into the computer Lab. 

ExpLoin to the students thot they must proctice typing in the correct woy to deveLop 
speed and occurocy. Students end up spending hours at the computer. This con be 
injurious to their heoLth, so they must be corefuL obout mointoining good posture. 
The tobLe shouLd be at the correct height and the students must be seoted in o 
comfortobLe choir. The keyboord shouLd be beLow or at the some LeveL with the 
eLbows. Students shouLd seot themseLves in front of the computer so thot they ore 
positioned in the centre of the keyboord right in front of the G and H keys of the 
keyboord. Students shouLd sit up stroight so their Line of sight is just obove the top of 
the monitor. This prevents stress on the neck muscLes. 

CoLL out the nomes of the fingers. Demonstrate the correct finger pLocement on the 
keyboord by foLLowing the instructions given in the chapter. The four fingers of their 
Left hond ore to be pLoced on the ASDF keys and the four fingers of their right hond 
ore to be pLoced on the JKL; keys. Ask students to exercise their finger muscLes by 
typing ASDFJKL; severoL times on the computer. You con coLL out ony orrongement of 
the Letters to test students' oLertness. 

Instruet students to streteh the index finger of the Left hond to press the G key and 
the index finger of the right hond to press the H key. They shouLd use the thumb to 
top the spoce bor to create spocing between Letters and words. 

Hove students toke turns at the computer and proctise. Moke sure everyone gets o 
foir chonce. 



Instruet students to extend the Left index finger to press the R and T keys and the 
right index finger to press the U and Y keys. Extend the Left middLe finger to press 
the E key and the right middLe finger to press the I key. Extend the Left ring finger to 
press the W key and the right ring finger to press the O key. Extend the Left LittLe 
finger to press the Q key and the right LittLe finger to press the P key. Ask students to 
be patient whiLst woiting for their turn ot the computer. 

Assigning homework (10 minutes) 

Assign the Word Whiz and ExpLore with Whiz exercises os homework. 

Answers 

Word Whiz (page 43) 

Mointoin: ExpLain to the students that we mointoin something when we keep it in 
good condition. We must deveLop good posture and mointoin it by correcting ony 
probLems. 

Stroin: ExpLoin thot we stroin something when we put too much pressure on it, such 
os by puLLing or pushing too much. ExpLoin thot puLLing or stretehing o muscLe too 
hard con cause it to stroin. 

Explore with Whiz (page 44) 

Which finger do we use to type the following? 

• G and H: index fingers 

• U and Y: right index finger 

• R and T: Left index finger 

• E: Left middLe finger 

• O: right ring finger 

• Q and P: LittLe fingers 

• spoce bar: thumb 

List the words that we can type using the fingers of the left hand only. 

Red, fed, wed, cad, sod, wod, fod, get, set, wet, wos, sow 



Additional Activity 


How many words can you List that can be typed using the 
fingers of both hands. 
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More about Paint 


Teaching objectives 

The objectives of this chapter are to: 

• introduce the Paint Software 

• expLain what an icon is 

• teach students about the uses of the different tooLs. 

Learning outcomes 

By the end of this chapter, the students shouLd be obLe to: 

• use different tooLs in the Paint progrom 

• expLoin the term 'icon' by pointing out vorious icons on the computer. 

Suggested number of periods: 2 
Period I 

Sample lesson plan for a 40-minute period 
Starter activity (5 minutes) 

Ask students if they know what the Microsoft Paint progrom is used for. As students 
hove worked on Paint the previous yeor, they shouLd be obLe to recoLL and state thot 
it is used to drow and coLour/point pictures on the computer. Next, ask students if 
they con recoLL what on icon is. 

Additional Information 

Icon or ikon is o Greek word which means on imoge or o Likeness. An icon is o 
grophicoL imoge, o smoLL picture, or object thot represents o file, progrom, web page, 
or commond. Icons heLp the user to corry out commonds and open progroms or 
documents quickLy simpLy by cLicking or doubLe-cLicking on the icons. 

Show students the icons on the desktop of o computer and inquire if they know 
which file or progrom they represent. 

Practical demonstration (30 minutes) 

Toke students to the computer Lob. On o computer screen, demonstrate the steps to 
open the Microsoft Paint oppLicotion from page 52 of the textbook. Identify the 
Ribbon and the drowing areo in the Paint window. 

ExpLoin the concept of tobs and groups on the Ribbon. Point to the TooLs group on 
the Home tob and cLick on the icons described on page 53 of the textbook one by 
one. Demonstrate the use of the foLLowing: PenciL, Eroser, FiLL with CoLor, CoLor 
picker, Text, Mognifier, and Brushes tooLs. Let students teLL you what functions they 
think these tooLs perform before you show it to them. 

Point out the difference between the American and British speLLing of coLour. ExpLoin 
to them thot oLL Ribbons and menus wiLL use the American speLLing 'coLor'. But in 
countries thot foLLow British speLLing, we odd o u and speLL it coLour. 



Give the students sufficient time to sit at the computer and practise using the above 
tooLs. Make sure every student gets a chance. ExpLain to them that they must respect 
each other's work. If they have positive comments, they might teLL their portners ot 
the computers; but otherwise they must refrain from criticism. ALso once they hove 
done their work, they con onLy print with the teacher's permission. 

Assigning homework (5 minutes) 

Assign the exercises on pages 52, 54, and 55 os homework. 

Period 2 

Sample lesson plan for a 40-minute period 
Lab session (30 minutes) 

After revising the tooLs discussed in the previous period, demonstrate how different 
shopes such os triongLes, circLes, and squores con be created from the tooLs in the 
Shapes group on the Home tob. Draw vorious shopes by cLicking on the relevant icon 
and drogging the mouse over the drowing areo. Next, drow o cor or other object by 
using different shapes, e.g. rectongLe for the car body, circLes for the wheeLs, etc. 

ExpLain the use of the tooLs in the Imoge group for editing a drowing. Demonstrate 
the use of the SeLect and Crop tooLs by first drowing o picture using the different 
shapes. Then show how to seLect o certain portion of that picture using the SeLect 
tooL and cutting it out using the Crop tooL. 

Once students hove compLeted their drowings, osk them how they can sove their 
drowings to view them Later. Guide them through the soving process practicaLLy os 
weLL os by reoding the steps on page 58 of the textbook. 

Explore with Whiz (page 60) (10 minutes) 

After the students hove hod a hands-on session ot 'Point', they shouLd ottempt the 
exercise on page 60 of the textbook which con oLso be used os on ossessment quiz. 
Exercises and activities on pages 56 and 59 con be assigned as homework. 

Answers 

Number the pictures in the correct order. (page 52) 

4, 3, 2, I 

What tools will you use to do the following? (page 54) 

a. RectongLe tooL 

b. Eroser tooL 

c. FiLL with coLor tooL 

d. Text tooL 

e. RectongLe and TriongLe tooLs 

Exercise (page 55) 

Answers wiLL vary. 

Word Whiz (page 59) 

seLect: choose. We con seLect or choose a present. 
crop: cut. We con crop or cut awoy o part of o picture. 



command: instruet. The teacher commands or instructs you to complete your work. 
varying: differing. There are varying sizes or differing sizes, thot is different sizes. 

Explore with Whiz (page 60) 

Name the following tools. 

SeLect, Crop, Eroser, Mognifier, FiLL with color, Peneii, Color picker, Text, Brushes 

What are these called? 

Ribbon 

icon 

drowing areo 

Whiz through Lab (page 61) 

For the teacher: Instruet the students to moke o certificote for 'Best Student' using oli 
the tools thot they hove leornt in this chopter. Ask them to keep o protection screen 
on the monitor to protect their eyes from glore. 

Answers to Additional Activity 

(I) (a) (iii) 

(b) (ii) 

(0 (ii) 

(d) (ii) 

(e) (ii) 

(f) (iii) 




Whiz's Tasks 


What do the following tools do? 






n 


\ 


£7 


A 
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Additional Activity 

(I) What do the following tools do? 

(a) SeLect_ 

(i) draws a picture 

(ii) coLours a picture 

(iii) seLects a part of a picture 

(b) Text_ 

(i) makes text bigger 

(ii) adds text on the page 

(iii) makes text bigger and smaUer 

(c) Eraser_ 

(i) deLetes a straight Line 

(ii) erases mistakes 

(iii) deLetes a circLe 

(d) Size_ 

(i) edits the picture 

(ii) draws and paints with a thicker Line 

(iii) magnities your picture 

(e) ELLipse_ 

(i) draws a circLe onLy 

(ii) draws an ovaL and a circLe 

(iii) draws freehand 

(f) Magnifier_ 

(i) makes the text bigger 

(ii) makes the text smaLLer 

(iii) makes the text both bigger and smaLLer 
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Whiz on the Internet 





Teaching objectives 

The objectives of this chapter are to: 

• make students famiLiar with networks 

• discuss the importance of the Internet. 

Learning outcomes 

By the end of this chapter, the students shouLd be obLe to: 

• expLoin the meoning and roLe of networks 

• summorize the uses of the Internet. 

Suggested number of periods: I 
Period I 

Sample lesson plan for a 40-minute period 
Starter activity (5 minutes) 

Ask students to recoLL the importance and uses of computers thot they Listed when 
they were studying the first chapter of this book. After students hove coLLed out 
some uses, seLect and write the foLLowing uses on the boord: 

• to find informotion quickLy 

• to make communicotion with fomiLy and friends Living in other cities or countries 
eosier, quicker, and inexpensive 

• to wotch movies and Listen to songs 

• to reod books, etc. 

Reading and explanation (25 minutes) 

Prompt students to think obout whot enobLes so much to be done on the computer. 
Leod them to the onswer: the Internet. Write the word INTERNET on the boord and 
ask students to broinstorm its meoning in poirs. Give them 5 minutes to do so and 
then ask for their responses, writing them down on the boord and expLoining the 
connections. 

Expected responses include connected computers, cobles, network, transfer of 
informotion/dota. Internet, sending and receiving emoil, World Wide Web, 
connection, online, finding informotion, etc. 

Ask students if they know how to seorch for informotion on the Internet (expected 
responses: through Google, Yahoo, etc.). If students do not know whot these ore 
collectively colled, exploin thot these ore colled seorch engines and ore used to 
seorch for informotion. Ask o volunteer to reod out pages 63 and 64 of the textbook 
and demonstrate how o seorch engine works. Show them how to connect to o seorch 
engine on the computer. 

Exploin to the students thot they hove to be very coreful on the Internet. These ore 
some of the things you could coution them obout: 



PeopLe are not aLways what they appear onLine. The Internet makes it easy for 
peopLe to pretend to be someone they are not. If peopLe odd you to their contact 
List and you don't know them, you must bLock them so they can't see you onLine. 

ALways be corefuL in onLine chat rooms. TeLL an aduLt or someone you trust when 
you feeL something is suspicious or not quite right. Never ogree to meet someone you 
have onLy met onLine unLess an aduLt or your guardian is present. 

Do not give out personaL information. Remember that anyone can occess informotion 
that you put up on your profiLe. Once you pLoce it on the Internet it con be seen and 
used by others. Use your privocy settings to protect yourseLf. 

PeopLe moy use websites to buLLy and haross others. They may ottempt to use 
motter from your profiLe in moLicious woys, post nosty comments, and haross you in 
different woys. Show these things to on oduLt you trust. 

Assign the information gothering task for homework if schooL resources do not 
permit the octivity; otherwise, it wouLd be ideoL to hove students work on the tosk in 
the schooL's computer Lab under your supervision. The exercise on pages 65 and 66 
moy be ossigned to ossess whether students hove foLLowed the session or not. 

Assigning homework (5 minutes) 

Assign the exercises on pages 67 and 68 os homework. 

Answers 

Write brief answers to the following questions. (page 67) 

What is o network? 

When two or more computers ore Linked together, they form o network. 

What is the Internet? 

The Internet is o network of computers Linked together to shore information. 

What do you use the Internet for? 

The Internet is used to gother information, send messoges, and buy things onLine. 

Explore with Whiz (page 68) 

Fili in the blanks with the correct verb. 

communicate, connect, form, gother, send, shore 

State whether these statements are true or false. 

True. 

FoLse. 

True. 

True. 

True. 

Answers to Whiz's Tasks 


I. A. 
C. 
E. 


II 


B. ii 
D. iii 



Whiz's Tasks 


I. Tick (✓) the correct answer. 

A. Computers share information through a_ 

(i) satellite 

(ii) mouse 

(iii) library 

B. We access the Internet with the help of the 
_program. 

(i) Computer 

(ii) Internet Explorer 

(iii) AU Programs 

C. We find information on various topics through 

a_ 

(i) search program 

(ii) search car 

(iii) search engine 

D. The Internet enables us to buy things_ 

(i) for free 

(ii) Online 

(iii) offline 

E. As soon as we see something disturbing on the 

Internet, we should_ 

(i) teli our teacher or parents 

(ii) keep quiet about it 

(iii) never use the Internet again 
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